
Risk Management

www.scsk12.org/riskmanagement/



Athletics
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Student Accident Reports
o Complete FOR ALL INJURIES & give to office

Athletic Claim Forms
o Secondary insurance that covers co-pays/deductibles – acts as primary if student athlete does not have medical insurance

o Bollinger Form – front & back on website

o Coach completes top of form

o Parents complete bottom of form

o Parents submit form to Bollinger – do not let them give the form back to you – if they have questions they should contact Risk Management

Transporting Students
o Approved Charter Bus list online

o Guidelines for transporting students online

o Cannot use 15 passenger vans

o Students cannot transport other students

o Parents transporting students that are not their child – verify they have valid driver’s licenses, up to date insurance & permission slips

o Caravans should leave from the school and then return to the school together – one coach or chaperone should be in the front & one in the back

o Coaches transporting students need to be aware that they do so at their own risk – check their limits for medical payments



Athletics
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Consent Forms & Physical
o Must have signed consent form from parent/legal guardian prior to student try-outs

Out-of-town Field Trips
o Proper supervision at all times, including any after game activities such as:  shopping, dining out, etc.  Do not let students go out by 

themselves.

o Overnight stays – make sure you are in close proximity of the students & provide specific guidelines with your expectations. 

o If a serious injury or property damage occurs contact Risk Management as soon as practical, prior to your departure. 

o Unexpected Student Athlete Illness – make sure you have enough chaperones that would allow for at least one to remain behind should an 

athlete become ill; at no time should a student be left unsupervised.

Required Training Completed & Current (CPR, Concussion, etc.) –

If not completed THEY SHOULD NOT COACH!!!



Student Accident Report

▰Available on Risk Management’s website:  

http://www.scsk12.org/riskmanagement/
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http://www.scsk12.org/riskmanagement/


Athletic Insurance Claim Form

▰4 page document-including Parents’ 

Instructions

▰Available on Risk Management’s website:  

http://www.scsk12.org/riskmanagement/

▰Available on SCIAA website:  

http://media.digitalsports.com/102684/files/2016

/06/Athletic-Insurance-Claims-Form-New.pdf
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http://www.scsk12.org/riskmanagement/
http://media.digitalsports.com/102684/files/2016/06/Athletic-Insurance-Claims-Form-New.pdf


Athletic Health Record & Consent Form

▰Both pages must be 

completed and SIGNED

▰Available on SCIAA 

website: 

http://media.digitalsports.co

m/102684/files/2018/07/20

18-SCS-Complete-Athletic-

Physical-Forms-Packet.pdf
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http://media.digitalsports.com/102684/files/2018/07/2018-SCS-Complete-Athletic-Physical-Forms-Packet.pdf
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Thank You!

Jeri L. Rudolph, Risk Advisor - Risk Liability and Student Accidents
Division of Risk Management

901.416.1993 – office

901.416.1483 – fax



Volunteer Process



www.scsface.org



Become a New Volunteer 
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Expect a phone call or email within 7-10 business days.

Get Fingerprinted at the Board of Education

Complete the steps

Click on Level 3 Unmonitored Volunteers Box

Click on the Volunteer Tab at the top of the main page

Go to www.scsface.org

http://www.scsface.org/


Become a Returning Volunteer

11

Expect a phone call or email within 5-7 business days.

Complete the steps

Scroll down to Level 3 Renewal

Click on Level 3 Unmonitored Volunteers Box

Click on the Volunteer Tab at the top of the main page

Go to www.scsface.org

http://www.scsface.org/
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https://volunteerinfo.scsk12.org



Background Check Results
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 Approved

 Denied

 Declined

 Pending

 Special Approved

 Under Review
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Test your 

knowledge
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SCS Volunteer

Badges: 



ID Badge for Volunteers
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Only 
approved 
volunteers 
receive ID 
badges.

Office of 
FACE 

provides two 
ID badges 
per sport

Additional ID 
badges can 
be provided 

for $10 (cash)

ID badges 
should be 
updated 

every school 
year



ID Badge for Volunteers
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Contact Info
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Sara AlWafai

Community Engagement Specialist

alwafaisn@scsk12.org

Office:(901)416-7600

Direct:(901)416-6894

mailto:alwafaisn@scsk12.org
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Q&A



Security



Compensation



FS & AD Conference
August 1, 2018

Elizabeth Phalen, Chief of Business Operations



The Procurement & Contract  
Process

Toni Jones-Senior Buyer

Deanna Smith-Finch- Contracts Manager

Procurement Services

July 19, 2018



Agenda

1. Procurement Department’s 
Role

2. Policy Overview

3. Procurement Department

Procurement Requirements, 
Processes, APECS

4. Procurement Resources

Training, Website & Contact 
Info

5.    Contracts Management  
Contract Request Process



Procurement Department’s Role-What 

We Do
• Use best practices to source and procure materials, equipment 

and services in accordance with state and federal laws and 
regulations

• Manage bid and procurement activities for goods and services 
for all commodities

• Consult with departments on sourcing strategies, supplier 
outreach and procurement process

• Ensure procurement and bidding compliance



IMPORTANT POLICIES

1. POLICY 2006 Purchasing Authority

2. POLICY 2012 Contract Requirements

3. POLICY 2013 Professional Services

4. POLICY 3013 Inventory Management –Asset Management

5. T.C.A 49-2-203 Education Local Administration Board of 
Education Duties and Powers 

6. 2 CFR 200.318-326 Uniform and General Guidance 
Standards



IMPORTANT POLICIES

POLICY 4002 Staff Ethics

Each employee serves as 
a representative of the 
District and should strive 
to maintain standards of 
ethical behavior which 
will not detract from the 
educational process. 



IMPORTANT POLICIES

POLICY 4003 Conflict of 
Interest

Employees of Shelby County 
Schools shall conduct their 

associations with 
organizations and individuals 
both inside and outside the 
school district in a manner 
demonstrating the highest 

degree of integrity.





STATUTORY BIDDING REQUIREMENTS

• All purchases over $500 must be made by a valid SCS purchase 
order.

• Purchases with total amounts ranging from $3,500-$9,999.99 
may be made in the open market, but shall, whenever possible, 
be based upon at least three (3) competitive quotes.

• Purchases totaling $10,000 or more must be competitively bid.

• Bids or RFPs totaling $100,000 or more must be presented for 
the approval of the SCBE Board Members.



Procurement Websites

Use 
Chrome 



The Procurement Cycle



APECS Requisitions

Entering a Purchase Requisition is the first step.
o Enter requisition into APECS to initiate a purchase or bid process, or to request 

a contract (when applicable)
• Add internal comments & attachments to help reviewers and Buyer understand your 

request.

o If your supplier is not already listed in APECS, have supplier complete a Vendor 
Registration Form.

o Purchases of $10,000 or more must be bid out unless they qualify as a sole 
source or emergency purchase, or we can obtain the goods/services through an 
existing contract.
• Attach Sole Source Letter or Emergency Purchase justification information to your 

requisition.

o Track the approval status of your requisition to ensure that it gets turned into a 
Purchase Order.



Points to Remember

• Receive your Regular PO in APECS in Post Receiving so Accounts 

Payable will be able to pay the invoices.

• Blanket POs are not received on APECS 

• Any and all modifications require a PO Change Request form with 

supporting documentation. 

• Access, routing and changes to approval routing requires APECS Change 

form 

• All invoices should be signed and sent to Accounts Payable

• All questions concerning money please contact Budget or Accounts 

Payable 901.416.5407



How to Create a Requisition

• Verify the vendor is in APECS database

• Verify shipping charges, contract number or if needed, current pricing 

for items

• Request a quote and attach to requisition

• Verify the account code has funds available

• Include your phone number and email address in the notes to vendor 

and dates available to deliver

• Copy and paste from catalog or quote and include complete item 

description and number

• Include justification for Fund 12/Title 1 in Internal Notes

• Approved transportation vendors on Risk Management site ~only use 

approved vendors



PO CHANGE ORDER REQUEST

• Any and every time a modification is needed for a PO, a 

PO Change Request form is required

Example

 Price increase request shall include old and 

new price quote    

• Be specific and complete on what needs to be changed 

or modified

• Make sure the document has been signed by required 

approvers before document is submitted

To avoid PO Change Requests, try to be as accurate and 



IMPORTANT POINTS TO REMEMBER

• Forecast and plan for the school year before the start of school

• Secure funding in advance of submitting a requisition

• Verify shipping requirements for non-contracted vendors and include a line on 

the requisition.

• Plan your field trip early (requisition is required)

• Enter requisition prior to submitting a contract request

• Submit requests with the correct commodity code to prevent delays in 

processing your order

• Board request shall be submitted through the BAR

• Contract request shall be submitted using Contract Advantage

• Orders for computer hardware, software shall be approved through the IT 

department



Coaches

• Doing Business with SCS link 

http://www.scsk12.org/procurement/db?PID=282

• EIN is required; go to IRS.gov to complete the process

• Any updates to your information on our database please submit 

a request through procurementservices@scsk12.org

• Prepare for fall football in spring and spring baseball in fall

• It’s easier to cancel a hotel reservation than to try to find one in 

a few days if your team goes to finals

• When requesting equipment, request a complete quote and 

work directly with the clerical; complete the Requisition Request 

form if applicable

http://www.scsk12.org/procurement/db?PID=282
mailto:procurementservices@scsk12.org


PITFALLS TO AVOID

Splitting an order to avoid the use of the bidding or other procurement 

procedures.

• Engaging a supplier to perform services or deliver goods without a 

purchase order or contract issued by the Procurement Office will 

result in a non-compliance letter.

• Submitting a suppliers proposal to Procurement as the scope of work 

when developing a solicitation.

• Signing a contract above the approved limited.

• SCS Tax Identification is only for Shelby County Schools.

• SCS shall completed, sign and submit W-9 for an official.



HELPFUL CONTACT NUMBERS

• Procurement Services email procurementservices@scsk12.org

• Fingerprinting 901.416.5388 make appointment after you have your ID 

• Contracts ~ needed if you provide a service on site and other instances ~ 
refer to Contract Services or General Counsel on our site directory for 
information

• Accounts Payable:  PLEASE send invoices to apd@scsk12.org and for billing 
concerns and payment status 901.416.5407 

• Risk Management: http://www.scsk12.org/riskmanagement/ link for 
approved transportation vendors and more

mailto:procurementservices@scsk12.org
http://www.scsk12.org/riskmanagement/


HELPFUL LINKS

Doing Business with SCS

http://www.scsk12.org/procurement/db?PID=282

•PO Change Request Form 

http://www.scsk12.org/procurement/uploads/resources/2015/POCR%20FY1

7%20Final%208%2011%2016.pdf

Pricing Catalog

http://www.scsk12.org/procurement/pricing?PID=276

•Managers and Employees Resources

http://www.scsk12.org/procurement/resources?PID=596

•Contract Information http://www.scsk12.org/contracts/ link and you'll find 

under Managers and Employees Resources and on the Site Directory

http://www.scsk12.org/procurement/db?PID=282
http://www.scsk12.org/procurement/uploads/resources/2015/POCR FY17 Final 8 11 16.pdf
http://www.scsk12.org/procurement/pricing?PID=276
http://www.scsk12.org/procurement/resources?PID=596
http://www.scsk12.org/contracts/


Procurement Resources & Contact Info

Main Phone: 416-5376

Email: 

procurementservices@scsk12.orgName Title Phone 
Number

Brenda Allen Director-Procurement 416-5380
Isaac Garrett Asset Manager 416-5497
Latanya Bradford Data 416-3562
Sondra King Fixed Asset Associate 416-2332
Andre Z. Woods Buyer 416-5414
Wanda Albright Senior Buyer 416-5451
Toni Jones Senior Buyer 416-5355
Faith Mungah Senior Buyer 416-5646
Victoria Locklyn Senior Buyer-CNC 416-5401
Kevin Temples Buyer-CNC 416-2372
William Webb Construction Spourcing Manager 416-0491
Deanna Smith Finch Contracts Manager 416-8232
Tamaca Morris-Brown Contracts Advisor 416-2321
Marcus Pearson Contrats Advisor 416-1163
Nichole Halmon Administrative Assistant 416-5420
Deborah Aleman Vendor Assistant 416-5621

mailto:procurementservices@scsk12.org


Questions



Break Time

Break Out Sessions will start at 10:30

o Financial Secretaries Info Session-Gym

o Athletic Directors Professional 

Development-Auditorium
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